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MEMORANDUM FOE: Executive Director-Comptroller 
SUBJECT : Non-Standard Work Schedules 


?/- y/i 


1. This memorandum submits a recommendation for your approval. Such 
recommendation is contained in paragraph 11. 

2. The Office of Personnel has completed a series of studies to 
determine the parameters within which the Agency might accommodate non- 
standard workweek arrangements which are considered to be operatio nal ly 
advantageous to the missions of the Agency components involved. 

3. The studies included reviews of proposals advanced by the Foreign 
Missile and Space Analysis Center, the Office of ELINT and the Central 
Reference Service to adjust current 24-houx shifts to non-standard workweeks. 
Included also was the proposal submitted on 1 September 1971 by the Management 
Advisory Group for the adoption of three-day workweeks in the Headquarters 
computer centers. 

4. These proposals cited strong benefits which would accrue if 
non-standard workweek arrangements in exception to current Agency regulations 
were adopted. Some of these benefits are: 

a. Continuity of Operations. In the case of FMSAC, the most 
significant benefit in establishing a basic 12-hour regular work shift 
is that all members of the working teams can interact with the regular 
work force in FMSAC for periods up to four hours each of their wor ki ng 
shifts. This interaction is deemed critical to establishment of truly 
competent FMSAC analyses of foreign missile and space activities on a 
24-hour-a-day basis. The "normal" three shifts of eight hours each 
have clearly demonstrated that individuals working the midnight to 
8:00 a.m. shift lack contacts and analytic interchanges with the total 
regular work force of FMSAC, and suffer thereby. 

Manpower Savings. In certain instances savings in total 
manpower necessary to man 24-hour shifts could be accomplished by the 
adoption of the two- shift, 12-hour-a-day arrangement. FMSAC, for 
example, would be able to eliminate at least one slot if such a work 
schedule were adopted. 

c. Overtime Savings. In manning a schedule that calls for 24-hour 
operations six or seven days a week, overtime, particularly within 
current ceiling limitations, becomes a significant factor. By adjusting 
workweek schedules to regularly scheduled 12-hour-a-day shifts without 
overtime, payment for overtime work on Saturdays and Sundays can be 
considerably reduced or eliminated altogether. For example, under the 
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+o Oj. iice of Personnel studies concluded that it would be feasible 

T non - standard work schedules for 24-hour operations, conforming 

to the 80-hour ^ accountability period, when such schedules veiy clearly 
provide operational benefits to the Agency. The studies also concluded that 
the Deputy Director for Support is in the best position to review proposals 
ior non-standard workweeks from an Agency viewpoint and to appraise the 
financial, personnel and medical factors involved. 


.1°* Quests for irregular work schedules for 24-hour shifts would be 
reviewed on an individual basis prior to submission to the Deputy Director 
for Support. Each review would determine the appropriate accounting 
procedures for leave and pay purposes . 


^ is . expected that the following guidelines would prevail in the 
determination of leave and pay accounting: 


a. Employees at the GS-11 and below level would be paid 
overtime for work in excess of 80 hours in a two-week, 80-hour pay 
period. J 


b. Employees GS-12 through GS-14 may receive overtime payments 
for directed overtime worked in excess of 96 hours in a two-week, 

80 -hour pay period. 


c. Employees entitled to Sunday, holiday or night differential 
pay would receive such pay, when appropriate, for hours worked not 
in excess of 12 within a regularly scheduled workday. 

d. Annual and sick leave would be charged according to leave 
taken against the employee's established work schedule. 


e. Otherwise the provisions of 


and would pertain to the irregular work schedules. 


would remain unchanged 
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11. 


Regulation! 


I t is recommended th at the following change to Headqu ar ters 


Hours of Work, Leave, and Pay, be approved: 


In exceptional circumstances and when advantageous to operations 
which are staffed on a 24-hour basis, the Deputy Director for Support 
may approve work schedules which deviate from the above standards as 
long as the scheduled work hours equal 80 in a two-week, 80-hour pay 
period. Proposals for such irregular work schedules should be 
forwarded to the Deputy Director for Support through the Director of 
Personnel with the concurrence of the Deputy Director concerned. The 
Deputy Director for Support, when approving non-standard work schedules, 
shall also prescribe guidelines for accounting for leave, overtime, 
holiday and Sunday pay, and night differential." 


25X1 A 


Harry B. Fisher 
Director of Personnel 
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SUBJECT: Non-Standard Work Schedules 
CONCUR : 
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Date 



Jgj Osc. Jt 


Date 


The recommendation contained in 


paragraph 11 is approved: * 


L. K. White 

Executive Director-Comptroller 


Distribution: 


£ 



Z 


Date 


Orig - Return to D/Pers 

1 - ER 

2 - DD/S 

1 - DD/Pers/P&c 
1 - OGC 
1 - D/Finance 
1 - D/MS 

1 - Subject file 
1 - J10 Chrono 
1 - D/Pers Chrono 


m UCiluue luture the 
Deputy Director for Support will 
obtain the concurrence of the 
Executive Director-Comptroller 

prior to the approval of any such 
proposal. Until we have had sorr 
time to experiment with such 
schedules, the Executive Directo 
Comptroller will expect quarterly 
reports from each component or 
activity for which an irregular wc 
schedule has been approved. 



LKW 

4 JAN fife 
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